USING THE LETTER 
FORMAT 


The lecture will be of two main 
parts: 


¢ Introduction 
«Parts of a Letter 


Pius Iwo sample Letter 
Formats 


INTRODUCTION 


Letters are ordinarily used 
to send relatively short 
messages to: customers 
>Clients 
>Government agencies 


and other readers outside 
the writer’s organization. 


The Parts of a letter include: 
(7 Parts) 


1.Heading 
2.Inside Address 
3. Salutation 


4.Subject Line 

9. Body 

6. Complementary Close 
7.Special Notations 


Two variations of the letter 
format are will be discussed 
towards the end of the lecture: 


Figures A - 1 


and A - 2. 


Both variations have the same 
parts. 


1. Heading 


* The heading gives your address (but not 
your name) and the date. 


Words in the heading are usually spelled 
out: Street, Avenue, and so on. Exceptions: 
e.g. 

P.O Post Office’s two-letter 


NY for New York ..etc. 


Most likely, the letter you send at work 
will be typed on “letterhead” stationery 
that has your company’s name, address, 
and phone number already printed on it. 
The date will be the only part of the 
heading you will have to provide. Figures A 
-landA€A - 2 show examples. 


2. Inside Address 


The inside address gives: 
- the name and address of the person to 
whom you are sending the letter. 


- Where appropriate, include the person’s 
title and position. 


- By custom, the titles Mr., Mrs., and Dr. 


are abbreviated, but other titles are 


usually written out in full: Professor, 
Senator. 


- The reader’s title is usually typed before 
his or her name, and the reader’s position 
is typed after it. If your reader uses a 
middle initial, include it: 


MIAMI UNIVERSITY Department of English 
Bachelor Hall 
Oxford, Ohio 45056 
513 529/5221 
October 12, 19— 
Mr. Paul Ring 
P.O. Box 143 
Watson, Illinois 62473 


Dear Mr. Ring: 


I am delighted that you wish to learn about Miami University’s master’s degree program in technical and 
scientific communication. This professional, practice-oriented program prepares people for careers in which 
they will help specialists in scientific, technical, and other fields communicate their knowledge in an 
understandable and useful way. The job market for our graduates is excellent. 


People carpet 1 with us complete three semesters of course work and an internship. Within this framework, 
we strive to tailor each student’s course of study to his or her Be errs interests and career objectives. 
Consequently, our graduates work in a wide variety of jobs and deal with many types of communication. These 
types include instruction manuals for computers and other high-tech equipment, informational booklets 
given to cancer patients, technical advertising, corporate procedure books, and technical reports and 


proposals in many fields, such as chemistry, aerospace engineering, pharmaceuticals, environmental 
protection, and health care. A special feature of our program is that it prepares people to advance rapidly in 
the profession - to management, policy-making roles, or ownership of their own communication companies. 


We welcome applications from people with undergraduate degrees in many different subjects, including 
English and the other humanities, communication, natural and social sciences, engineering and other 
technical fields, art, business, and education. We strive to obtain graduate  assistantships or other financial 
aid for every student accepted into the program who requests it. 


I am enclosing a booklet describing our MTSC program in detail. If you wish to learn about similar programs 
at other schools, you may want to Pecan a copy of Academic Programs in Technical Communication, which 
‘cyt by the Society for Technical Communication, 901 N. Stuart Street, Suite 904, Arlington, VA 22203- 


If you have any questions about the MTSC program, please feel welcome to write, call, or visit. 
Sincerely, 
C. Gilbert Storms, Director 


Master’s Degree Program in Technical and Scientific Communication 
Enclosure: Booklet 


Excellence is Our Tradition 


Salutation 


¢The salutation is the letter 
writer’s way of saying 
“hello.” By custom, a 
Salutation includes the word 


Dear, usually followed by, 
the reader’s title, last name, 
and a colon (:) 


NEW MATEHMATICS 


ie BE TEyGearien brie a ite Ful nl 
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Dear Mr. Dobheck: 


° If you know your reader well 
enough to use his first name in 
conversation, you may use it in 
your Salutation. In that case, use a 
comma rather than a colon: 


° e.g. Dear Leon, 


¢ If you do not know the name of the 
appropriate to address, you may 
use the name of the department or 
organization in the salutation: 


e.g. Dear Customer Relations 
Department: 

When you do not know the name 
of the person, avoid using 
Dear, Sir or Gentlemen. These 


salutations are considered 
objectionable because of the 
assumption they make about 
the sex of the addressee. 


¢Subject Line 

°A subject line typically contains no 
more than eight words. It usually 
begins with the word Subject or 
Re, followed by a colon (Figure A - 


1). Here are two examples: 
Subject: Response to Your Letter 
of March 8, 19 - 
Re: Continuing Problems with 
the SXD 


¢ A subject line focuses the reader’s 
attention on the topic of your 
message and makes it easier to 
relocate your letter in the file. Phrase 
your subject line in the same reader- 
centered way you phrase the rest of 
your communication. Avoid phrases 


like “responses to Your Questions.” 
Use precise phrase, such as “Near- 
Term Risks of Investing in Southeast 
Asia.” Be brief but specific. Bolding 
also helps focus the readers 
attention on the purpose of the 
letter. 


‘Although subject lines are 
helpful to readers, many 
letters are sent without 
them. If you are unsure 
about whether to include 


one, consider the custom in 
your organization and the 
extent to which a subject 
line will help your reader. 


° Body 


¢The body of a letter contains 
your message. Except in rare 
instances, it is single-spaced 
with a double space between 


paragraphs. The paragraphs 
are usually short - ten lines or 
fewer. However, use longer 
paragraphs if you feel they are 
better suited to your message. 


Customarily the body of a letter consists 
re) 


¢ a beginning, 
a middle, 
*and an end. 


In most letters, the beginning is one 
paragraph long. It announces the 
writer’s reason for writing. In letters 
between people who communicate 
frequently, it may include personal 
news. 


¢The main discussion of the 
writer’s topic is usually 
contained in the middle 
section. 


¢The final paragraph usually 


includes a social gesture - 
thanking the other person for 
writing, expressing a 
willingness to be of further 
assistance, or the like. 


Complimentary Close 


¢The complimentary close is the 
letter writer’s way of saying 
“goodbye.” It consists of one of 
several familiar phrases, such as: 


¢ Your truly, Sincerely, or 
Cordially. The first letter of the 
first word is capitalized. A comma 
follows the complimentary close. 


*When you are writing to 
someone you do not know, 
select one of the more formal 
phrases for your 
complimentary close, such as 


Sincerely or Sincerely yours. 
When writing to an 
acquaintance, use more 
informal phrase, such as 
Cordially or With best wishes. 


¢ Signature Block 


¢ Your name appears twice in the signature block, 
once in handwriting (with a pen) and once typed. 
Together, the complimentary close and signature 
block look like this: 


¢* Complimentary Sincerely yours, Cordially, 
° Close 

. Signature Raphael Goodman 
Constance 


° Typed name Raphael Goodman 
Constance Idanopolis 


° Title Senior Auditor Head, Sales Division 


¢ Special Notations 


¢ Following the signature block, you may include 
certain notations: 


Identification of typist. If the letters is typed 
by someone other than you, the typist may 
include your initials and his or hers, usually 
against the left-hand margin. Your initials 


appear first, in uppercase letter, followed by 
the typist’s initials, in lowercase letter. A colon 
or Slash usually separates the two: 


TLK:smc TLKL/smc 


Sometimes, only the typist’s initials appear, 
always in lowercase letters. 


¢ Identification of Word-processing or 
computer file. 


Letters typed on a word processor or 
computer may include on a separate line the 
name or number of the file in which the letter 
is stored, as in Figure A - 1. Such a notation 
is especially common where printed copies of 


the letter will be distributed for review before 
it is sent to its intended reader and where the 
letter might, with some slight modification, 
also be sent to other readers. The file 
identification helps the writer or the typist 
find the file again to make the changes. 


¢ Enclosure. If you are enclosing 
items with your letter, you may want 
to note that fact. You may also 
specify how many items you are 


enclosing or what the items are: 
¢ Fnclosure 
¢ Enclosure (2) 
¢ Fnclosure: Brochure 


Distribution. If copies of the letter are 
going to be sent to other people, you 
may list their names in alphabetical 
order. The abbreviation cc stands for 
“carbon copy,” but it used also when 


the copies are made on a copying 
machine: 


cc: IT. kK. Brandon 
F. Lassiter 
P. B. Waverly 


¢ Sometimes, it is a good idea to include the 
titles, positions, and locations of the people 
who are getting copies. If you work ina 
large organization, some of your readers 
may not know who the others are unless you 
identify them. Also, such information will 
help future readers know what departments 
received copies of the communication. 


¢*cc: T. K. Brandon, Vice President for 
Research 


° Dr. F. Lassiter, Manager, Cryogenics 
Laboratory 


° P. B. Waverly, Purchasing Department 


¢ Placement of Text on the Page 


¢ The customary margins for page-length 
letter are 1 to 1% inches on the top and 
sides. Typically, the bottom margin is '2 
inch deeper than the top margin. With 
letters that are shorter than a full page, 
you might position the middle line a few 
lines above the middle of the page. 
Unless you re an experienced typist, 
you may have to type a short letter 
twice, once to see how long it will run 
and once to position it attractively. 


When you write a letter that is longer than one 
page, use plain paper for the second and 
Subsequent pages rather than letterhead 
Stationery. At the top of the page, type the name 
of the addressee, the page number, and the date. 
Here are two commonly used arrangements: 


1) 
Hasim K. Lederer 
November 16, 19 - 


Katherine W. Hodges 
November 16, 19 - 


¢ Leave two or three spaces below the 
heading before continuing the text. 
Always place the heading *%2 to 1 inch 
from the top of the sheet, no matter how 
much blank space is left after the end of 
the letter. If only your complimentary 


close and signature block appear on the 
final page, you might retype the 
preceding page with larger top and 
bottom margins so that you can carry 
over more material to the final page 


After explaining to a student through 
various lessons and examples that: 


LIM iL 
x ~>8 x-8 


I tried to check if she really understood 


that, so I gave her a different example. 
This was the result: 


LIM A 
x>5 x-5 


